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5. Environmental Conditions Checklist (DSS-5150) 

5A. Blank Copy of Form 
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5B. Instructions for the DSS-5150 

• You can access the NC Building Code at <www.ncdoi.com>.  

• Ask about and look for any structural problems with the home, such as a leaking 

roof or crumbling foundation. 

• Ask about and look for any problems with systems such as heating, plumbing, 

septic, or electric.  

• For water quality, ask about water testing that has been done and any history of 

problems with water quality or sanitation.  

• You should not be recommending licensure if there is any question about an 

unsafe water supply or facilities.  

• Check to be sure that the home has running water and clean toilet and bathing 

facilities.  

• Inspect the yard, looking for potential dangers (such as dense brush, excessive or 

uncovered trash, etc.). Children need to be able to go outside and play safely.  

A thorough environmental assessment includes the yard as well as the interior and 

exterior structure of the foster home. 

 

• Check yard for “attractive hazards.” Any water source must be behind a fence. A 

pool must be fenced. Access from the yard to a river, stream, lake, ocean, sound, 

or other body of water must be blocked by a fence. 

• There needs to be a safe, fenced play area provided if a dangerous object or 

hazard cannot be fenced. 

Things to Remember for All Forms 

• Fill in all required information, date all documents, and gather required 

signatures. 

• All documents must be received by the Licensing Authority within 180 days 

of when they are signed and dated. 

• To ensure your request is processed expediently, always use a copy of your 

turnaround DSS-5015. 
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6. Medical History Form (DSS-5017) 

6A. Blank Copy of Form 
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6B. Instructions for Medical History Form (DSS-5017) 

• Each adult in the home completes this form for himself or herself. Parents 

complete a form for each child. 

• Alternatively, licensing professionals can interview the applicant to complete this 

form, which would provide additional opportunity for assessment and 

relationship building. 

• Anyone who becomes a member of the household after licensure must complete 

this form. 

Things to Remember for All Forms 

• Fill in all required information, date all documents, and gather required 

signatures. 

• All documents must be received by the Licensing Authority within 180 days 

of when they are signed and dated. 

• To ensure your request is processed expediently, always use a copy of your 

turnaround DSS-5015. 



_________________________ Chapter 3: Initial Licensing Process and Forms 53 

 

7. Request for Medical Information (DSS-5156) 

7A. Completed Example 
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7B. Instructions for Request for Medical Information (DSS-5156) 

• Everyone in the home must have this form completed within 12 months of the 

initial licensing date and every other year thereafter. 

• Be sure that the agency name is completed at the top of the form. 

• The foster parent applicant and other adult members of household must sign and 

date the form, and write in the medical provider’s name.  

• All household members 18 years old and older in the home must have a TB test 

within 12 months of the initial licensing; if one member tests positive, everyone 

in the household must have a TB test. If anyone 18 years old or older moves into 

the home after a license has been issued, that new household member must have 

a TB test. A place for documenting the TB test is included on this form. However, 

a separate document from a licensed medical provider is also acceptable.     

• The form must be signed at the bottom by a licensed medical provider (e.g., a 

doctor of medicine, physician’s assistant, or nurse practitioner). 

• Do not fax this form without prior approval from a NC Division of Social Services 

licensing consultant. 

• Anyone who becomes a member of the household after licensing will need to 

have this form completed. 

 

Things to Remember for All Forms 

• Fill in all required information, date all documents, and gather required 

signatures. 

• All documents must be received within 180 days of dated documents, unless 

otherwise noted. 

• To ensure your request is processed expediently, always use a copy of your 

turnaround DSS-5015. 
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8. Criminal History Check 

8A. Notice to Foster Home of Mandatory Criminal History 

Check (DSS-5280) 

NOTICE 
Foster Home 

MANDATORY CRIMINAL HISTORY CHECK 
 

NORTH CAROLINA LAW REQUIRES THAT A CRIMINAL HISTORY CHECK BE 
CONDUCTED ON ALL PERSONS 18 YEARS OF AGE OR OLDER WHO RESIDE IN A 

LICENSED FOSTER HOME. 
"Criminal history" includes any county, State, and federal conviction of a felony by a court of 
competent jurisdiction or pending felony indictment of a crime for child abuse or neglect, 
spousal abuse, a crime against a child, including child pornography, or for a crime involving 
violence, including rape, sexual assault, or homicide, other than physical assault or battery; a 
county, State, or federal conviction of a felony by a court of competent jurisdiction or a 
pending felony indictment for physical assault, battery, or a drug-related offense, if the offense 
was committed within the past five years; or similar crimes under federal law or under the 
laws of other states. Your fingerprints will be used to check the criminal history records of the 
State Bureau of Investigation (SBI) and the Federal Bureau of Investigation (FBI). 
 If it is determined, based on your criminal history, that you are unfit to have a foster 
child reside with you, you shall have the opportunity to complete or challenge the accuracy of 
the information contained in the SBI or FBI identification records. 
 If licensure is denied or the foster home license is revoked by the Department of 
Health and Human Services as a result of the criminal history check, if you are a foster parent, 
or are applying to become a foster parent, you may request a hearing pursuant to Article 3 of 
Chapter 150B of the General Statues, the Administrative Procedure Act. 
 Refusal to consent to a criminal history check is grounds for the Department to deny 
or revoke license to provide foster care. Any person who intentionally falsifies any 
information required to be furnished to conduct the criminal history is guilty of a Class 2 
misdemeanor. 

 
Signature of Applicant: 

__________________________________________________________  

Date: _____________________________________ 

Signature of Adult Member of 

Household:___________________________________________ 

Date: _____________________________________ 

 
DSS-5280 (Rev. 09-01-07) 
North Carolina Division of Social Services 
Family Support and Child Welfare Services 
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 8B. Sample of Fingerprint Clearance Letter  

(To be submitted to Licensing Authority) 
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8C. Diagram of Criminal Background Check Procedure 
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8D.  Important Information for Criminal History 
Background Checks 

Each agency needs to designate a staff person to coordinate criminal record checks 

and communicate with Division of Child Development (DCD). 

Everyone in the foster home age 18 or over needs to have a criminal background 

check. This includes anyone who joins the household once the home is licensed. 

Have new members complete their checks when they join the household, rather than 

waiting for the next application process.  

Foster home licenses are not issued until results are back from the criminal 

records check. The process generally takes one to two months. Therefore, it’s 

important to have applicants get fingerprinted early in their MAPP/GPS pre-service 

training, to avoid holding up their applications.  

Applicants shall not be licensed if they or any member of their household 18 

years of age or older refuses to consent to a criminal history check. The form “Notice 

to Foster Parents of Mandatory Criminal History Check” (DSS-5280) checks must be 

provided to foster parents at initial licensure. A current, signed copy of this form 

should be kept in the Supervising Agency’s file for each adult household member. 

Five Types of Background Checks 

Required Background Checks 

1. Fingerprint Check. Agency submits fingerprints to DCD for this check only 
once for each individual: before licensing and whenever a new adult becomes 
a member of the household. 

2. Local Criminal Records Check. Agency conducts this check once before 
initial licensure and before all relicensures. 

3. Statewide Criminal Records Check. Agency conducts this check once before 
initial licensure and before all relicensures. 

4. North Carolina Sex Offender & Public Protection Registry. Agency conducts 
this check once before initial licensure and before all relicensures. 

5. Nurse Aide I and Health Care Personnel Registry. Agency conducts this 
check once before initial licensure and before all relicensures.  

For more details about these checks, see below. 

1. FINGERPRINT CHECK 
This is a record search your agency must conduct only once, before the foster 

parent is initially licensed. Fingerprint checks are often conducted by one designated 

person in each agency. The search must be conducted on each adult member of the 

household. Fingerprint cards need to have printed on them the statute number for 

criminal background checks and the name and address for the Division of Child 

Development (DCD), which coordinates the search through the State Bureau of 
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Development (DCD), which coordinates the search through the State Bureau of 

Investigation (SBI). The address is Division of Child Development, Criminal Records 

Check Unit, 2201 Mail Service Center, Raleigh, NC 27699-2201.Check with your 

supervisor, as some agencies have cards pre-printed or get them directly from DCD. 

It’s important to have applicants fingerprinted early in their MAPP/GPS pre-service 

training, to avoid holding up their applications. 

The Supervising Agency determines how its foster parent applicants get 

fingerprinted. Some agencies have a local law enforcement agency do the 

fingerprinting. Some agencies have their own staff do it. Contact your supervisor to 

find out how it is done in your agency.  

Once they are imprinted, fingerprint cards are sent to the Division of Child 

Development. If the prints are unreadable, the DCD will let you know and the process 

must be repeated. 

Unfortunately, the second and third time fingerprint cards are submitted they are 

read by hand and not by a computer. Each time can take up to six months. So in 

total, this process could take up to 18 months. 

“Name Search Only” Criminal Record Checks 

If a print is returned a third time by the SBI as unreadable, then DCD 

automatically re-submits it to the SBI asking for a “name search only” criminal records 

check. 

There may be two other situations when the Licensing Authority would accept a 

name search only criminal records check.  

1. A person may be physically unable to go for fingerprinting. In this case, a 

licensed physician documents that the person is permanently and 

completely disabled and must be under direct medical supervision to leave 

the house.  

2. A person may not have readable prints. In this case, a fingerprinting 

authority certifies that the person could not be printed, even if charged 

with the crime of felony murder.  

In either case, this information is sent to the Licensing Authority, which then writes a 

letter to DCD requesting that they do a name search only check. Please note that this 

is not an automatic procedure—the Licensing Authority makes this decision on a 

case-by-case basis. 

2. LOCAL CRIMINAL RECORDS CHECK 

This is a record search your agency must conduct once before licensing and then 

every two years thereafter. 

In the case of initial licensure, while waiting for the fingerprint search to come 

back, you need to do a criminal records check by the applicant’s name. Contact the 

Clerk of Superior Court at the courthouse in the county where the foster home is 



60 A Supplemental Guide to Foster Home Licensing _________________________  

located. Ask to do an AOC (Administrative Office of the Courts) record check of both 

the criminal and civil databases. (The criminal database includes both misdemeanor 

and felony arrests.) You will be asked to pay a fee. (Note: some county departments 

of social services have the capacity to do their own AOC checks.) 

3. STATEWIDE DATABASE CHECK 

This is a record search your agency must conduct once before licensing and then 

every two years thereafter. The North Carolina Department of Corrections web site 

has a statewide database that can also be checked by name 

<http://www.doc.state.nc.us/offenders/>. It contains information on anyone who has 

had a conviction or been on probation or parole. Click on “Offender Information - 

Public Search,” then click “Search for an Offender,” and enter the applicants’ names. 

4. NC SEX OFFENDER AND PUBLIC PROTECTION REGISTRY 

This registry <http://ncfindoffender.com/> provides information about 

individuals who are registered sex offenders in North Carolina, providing offender 

information such as name, age, hair and eye color, and date of birth. It also provides 

conviction information and address history. 

5. NURSE AIDE I AND HEALTH CARE PERSONNEL REGISTRY 

This registry can be accessed 24 hours a day, 7 days a week either by calling the 

Registry's automated telephone voice response system (919/715-0562) or by 

accessing the Registry website (www.ncnar.org) and clicking on the “Verify Listings” 

link. Both verification systems use social security numbers to access records. Each 

look-up will provide information on whether an individual is listed on the Nurse Aide I 

Registry and the Health Care Personnel Registry and whether that person has been 

substantiated for any type of abuse while serving in this capacity.  

 

Background Check Findings 

NO CRIMINAL RECORD 

If there is NO criminal record found, DCD will send a letter to the licensing 

professional stating that the applicant “meets criteria for licensing.” The worker 

needs to give the applicant a copy of the letter, and also submit a copy to the 

Licensing Authority with the licensure or re-licensure application.  

According to federal confidentiality laws, the conviction or charges cannot be 

discussed with the foster parent until the public criminal record is obtained. 

WHEN A CRIMINAL RECORD IS FOUND 

Notification. If there is a criminal record found, the DCD informs the Licensing 

Authority, and the Licensing Authority informs the licensing professional. 
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• Public Supervising Agencies. Based on an agreement with the Dept. of 

Justice, the Licensing Authority can provide specifics of the criminal 

history only to county departments of social services. So licensing 

professionals at county departments of social services will be told the type 

of criminal record or charge, and the date and location of the incident.  

• Private Supervising Agencies. Licensing professionals at a private agency, 

on the other hand, can be told only where to find the public record; the 

worker is responsible for obtaining the specifics from the record.  

Contacting Clerk of Court. The licensing professional, whether at a public or 

private agency, then contacts the Clerk of Court, in whatever county the initial 

criminal activity was recorded, to get a copy of the public criminal record. According 

to federal confidentiality laws, the conviction or charges cannot be discussed with the 

foster parent until the public criminal record is obtained. Also, in some cases the 

worker will need the full public record in order to know whether a charge resulted in 

any convictions.  

The foster parent applicant has the right to obtain the public criminal record 

directly by sending a written request to the State Bureau of Investigation.  

ELIGIBILITY WHEN A CRIMINAL RECORD IS FOUND 

Applicants are ineligible for licensure if they or a member of their household:  

• Has ever been convicted of a felony involving: 

(1)  Child abuse or neglect;  

(2)  Spouse abuse;  

(3)  A crime against a child or children (including child pornography);  

(4)  A crime involving violence, including rape, sexual assault, or 

homicide but not including other physical assault or battery, or 

• Has within the last five years been convicted of a felony involving: 

(1)  Physical assault;  

(2)  Battery; or 

(3)  A drug-related offense. 

All other applicants (and members of their households) with criminal records may be 

considered for licensure. However, Supervising Agencies must weigh the following 

factors when considering whether to recommend applicants with criminal records for 

licensure: (1) nature of the crime; (2) length of time since the conviction;  

(3) circumstances surrounding the commission of the offense or offenses; (4) number 

and type of prior offenses; (5) evidence of rehabilitation; and (6) age of the individual 

at the time of the commission of the offense or offenses. 

ENDING THE APPLICATION PROCESS 

In some cases, even if an applicant is technically eligible for licensure, his or her 

criminal record may be so serious that the Supervising Agency decides not to 

proceed with licensure based on the criminal record search, and subsequently 



62 A Supplemental Guide to Foster Home Licensing _________________________  

contacts the Licensing Authority to discuss withdrawal or possible denial of the 

application. 

In the case of a foster parent going through re-licensing, the Supervising Agency 

may request that the Licensing Authority revoke the license of the foster home, based 

on a new criminal record.  

Supervising Agencies can make a recommendation on licensure, but they do not 

actually license foster parents. 

IF YOU WANT TO PURSUE A LICENSE DESPITE A CRIMINAL RECORD 

If the agency wishes to recommend licensure or re-licensure in spite of the 

applicant’s criminal record, the worker should meet with the adults in question to 

discuss it. After a two-level staffing of the case, a written recommendation from the 

agency executive director needs to be submitted to the Licensing Authority. The 

letter needs to state the details of the criminal record, why the agency is 

recommending licensure in spite of the criminal record, and why the record no longer 

poses a concern for the adult’s ability to care for children in foster care. This letter is 

in the public domain, so the executive should write this letter as if it will be printed in 

the local newspaper.  

Following are some of the things that might be considered by an agency and 

included in a letter recommending licensure:  

• The nature, magnitude, frequency, and duration of the crime; be sure to 

note whether the crime is non-violent in nature. 

• The age of the foster parent when the crime occurred and the length of time 

since it occurred. 

• Rehabilitation efforts, increased self-awareness, or enhanced understanding 

of the criminal behavior since the crime took place. 

• Evidence of a change in habits and attitude and, when appropriate, of 

successful treatment, as in the case of a history of substance abuse. 

• Reasons the foster parent did not share the information (if applicable).  

Supervising Agencies can make a recommendation on licensure, but they do not 

actually license foster parents. The Licensing Authority makes the final decision 

whether to approve the license. In the case of applicants with a criminal record, the 

Licensing Authority will consider each request on its merits. Safety for children in 

foster care will always be the top priority. Children, birth families, and the community 

all need to feel confident that the state is diligently protecting children in its care. 

There are some crimes which would automatically preclude someone from becoming 

a foster parent. In other cases, however, people who have made mistakes in their 

past can sometimes show convincing evidence that they have changed their lives and 

are ready to contribute to society in this important way. The Supervising Agency will 

need to carefully assess each situation and present an honest and complete picture 

for the Licensing Authority to make its decision.  
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Time Frame for Processing  
Fingerprint Check 

DCD clerk enters information into Automated Criminal Records Check 

Tracking System, separates cards by adoptive and foster parent 

applications, and puts into envelopes to be hand-delivered to the SBI.  

Approximately 2 days/delivered to SBI 2-3 times per week 

SBI enters information into their billing system and searches names for 

any outstanding warrants. Prints are then scanned electronically for 

quality control and matching to any existing records in the state’s 

system. Next, the fingerprint cards are formatted and sent electronically 

to the FBI. SBI places cards in a “Pending” file to await results from the 

FBI. 

Approximately 6 workdays, depending on volume 

FBI searches national database for criminal records.  

• If results can be sent electronically back to the SBI: 

24 to 48 hours 

• If results cannot be sent electronically: 

4-6 weeks, longer if high volume or records are found 

If FBI rejects fingerprints, they send them back by mail to the SBI.  

Additional sets of fingerprints cannot be submitted electronically to the 

FBI.  

For second or third sets of prints: 

3-4 months from date of submission to SBI 
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9. Agency Foster Parent Agreement (DSS-1796) 

9A. Blank Copy of Form 
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